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This module is one of a series of 100 perfcimance-based
teacher education (PBTE) leaming packaﬁer, focusing ugc;\n
specific protessional competencies of vocaticnal teachers. The
competancies upon which these modules are; based were iden-
tified and verified through research as being important to suc-
cesasful vocational teaching at both the set.ondary and post-
secondary levels of instruction. The modulss are suitable for
the preparation of teachers in all occupaticna! areas.

Each modute provides learning experiencas that integrate
theory and application; each culminates with criterion refer-
anced assessment of the teacher's performance of the spec-
ified competency. Tre materials are designed fo/ use by indi-
vidual-or groups of teachers in training working under the
direction and with the assistance of teacher educators acting as
resource persons. Resource persons should be sKilled in the
teacher competency being developed and should be thor-
oughly oriented to PBTE concepts and procedures in using
these materials.

The design of the materials provides considerable flexibility for
rlannin‘g and conducting performance-based preservice and
nservice teacher preparation roﬁ:ams to meet a wide variety
of individual needs and interests. The naterials are intended for
use by universities and colleges, state departments of educa-
tion, post-secondary institutions, local education agencies, and

. others responsible for the professional’development of voca-
tional teachers. Further information about the use of the mod-
ules in teacher education c?ro rams is contained in‘three re-
lated documents: Student Guide to Using Performance-Based
Teacher Education Materials, Resource Person Guide to
Using Performance-Bassd Teacher Education Materiats and
G:ldo ”t;:.lmplomontaﬂon of Performance-Based Teacher
Education.

The PBTE currigulum packages are products of a sustained
research and development effort by The Center's Program for
Professional Development for Vocational Education. Many in-
dividuals, institutions, and agencies participated with The Cen-
ter and have made contiibutions to the systematic develop-
ment, testing, revision, and refinement of these very ::?nificant
training materials. Over 40 teacher educators provided input in
development of initial versigns of the modules; over 2,000
teaciiers ar 3 300 resource persons in 20 universities, colleges,
and post-secondary institutions used the materials and pro-
vided feedback to The Center fcr revision and refinement.

Special recognition -formajor individual‘roles in the direction,
development, coordination of testing, revision, and refinement
of these materials is exiended to the following program staff:
James B. Hamilton, Program Directdr; Robert E. Norton, As-
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sociate Program Director; Glen E. Fardig, Specialist; Lois Har:
rington, Program Assistant; and Karen Quinn, Program Assis-
tant. Recognition is also extended to Kristy Ross, Technical
Assistant; Joan Jones, Technical Assistant; arnd Jean Wisen-
baugh, Artist for their contributions to the final refinement of
the materials. Contributions mada by former program staff to-

~ ward developmental versiuns of these materials are also ac-
knowledged. Calvin J. Cotreil direcied the vocational teacher
competency research studies upon which these modules are
based and also directed tha curriculum developmentseffort
from 1971-1972. Curtis R. Finch provided leadership for the ©
program from 1972-1974.

Appreciation is also extended to all those cutside The Center
(consultants, field site coordinators, teacher educators,
teachers, and others) who contributed s~ generously in various
phases of the total effort. Early versions of the materials were
developed by The, Center in cooperation with the vocationa!
teacher education faculties at Oregon State University and at
the University of Misscuri-Columbia. Preliminary testing of the
materials was conducted at Oregon State University, Temple
University, and University of Missouri-Columbia.

Following prellm'inary testing, major revision of all materials
was performed by Center Sfaff with the assistance of numerous
consultants and visiting scholars from throughout the country."\‘

Advanced testing of the materials was carried out with assis-
tance of the vocgtional teacher educators and students of Cen-
tral Washington State College; Colorado State University; Ferris
State College, Michigan; Florida State University; Holland Col-
lege, P.E.l, Canada; Oklahoma State University; Rutgers Uni-
versity; State University Gollege at Suffalo; Temple University;
University of Arizona; University of Michigan-Flint; University of
Minnesota-Twin Cities; University of Nebraska-Lincoln; Univer-
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The Center for Vocationa! Education’s mission Is to
increass the abilty of diverse agencies. institutions, and
organizations to solve educsational probtems relating to
individual career planning and preparation. The Center
fullitls its mission by:

o Generating knowledge through research.

o Developin® educationat programs and products

o Evaluating individua! progrum needs and outcomes

o Installing educational progrums and products

o Operating inforniation systems and services,

o Conducting leadership development and training
programs
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Materials (AAVIM) is an interstate organization of univer-
sities, colleges and divisions of vocational euucation de-
voted to the improvement of teaching through better in-
formation and teaching aids.




INTRODUCTION

To most students, the program of activities is
reany the exciting part of a student vocational or-
ganization. Car washes, skating parties, visits to
the children's hospital to distribute toys, and river
_ cleanup campaigns are likely to have a lasting
effect on students and will be remembered long
after they leave school and move on to other re-
sponsibilities. .

A good program of activities is much more than
- fun and games. Well-selected activities can guide
students toward academic achievement, provide
whplesome social experiences, give young people
an opportunity to become active and productive
members of thecommunity, and help them grow to
personal maturity. For these benefits to take place,
students should not only participate in the ac-
tivities, but should be fully invo'ved in selecting the
program and planning the work. .,

There are all sorts of valuable activities that can
be included in an organization's program. The
group can provide services to others and can hold
social and cultural events. There can be some ac-
tivities designed to develop personal leadership
and others to strengthen the student organization.

Theré may also need to be fund-raising events to
help support the other aspects of the program.

The teacher/advisor has a number of important:
responsibilities in developing the- organization's
program of activities. Students will need to be eh-
couraged to participate in planning the program,
helped to sslect worthwhile activities, and guided
through the process of constructing a calendar of
events and coordinating it with other school
events. The club advisor has special respon-
sibilities for handling the organization’s funds and
for maintaining an accurate acceunting system. (It
should be noted that some ‘organizations refer to
the local unit as a “chapter” and others as a “club”;
in this module, the terms are used interchange-
ably.)

This module is designed to help you develop
your competency in assisting students in planning
a yearly program of activities, in properiy manag-

~ing the club’s finances, in selecting fund-raising
events, and in producing an annual chapter hand-
book which describes these and other important
aspects of club operation.




Objectives

Enabling Objectives:
1. After completing the required reading, demonstrate
knowledge of the stepss and procedures involvad in
assisting student vocational organization members
in developing and financing a yearly program of ac-
tivities (Learning Experience ).
2. Given several case studies describing how hypothet-
) ical advisors assisted student vocational organiza-
tion members in developing and financing a ysarly
program of activities, critique the performance of
these advisors (Learning Experience I11).

o~

Prerequisites -

To complete this module, you must have developed a
personal philosophy concerning student vocational or-
. ganizations, and you must have competency in estab-
lishing a student vocational organization. If you do not
already have thase competencies, meet with your re-
source psrson to determine what method you will use to
gain these skills. One option is to complete the informa-

tion and practice activities in the following modules:
e Develop a Personal Philosophy Concerning Stu-

dent Vocational Organizations, Module H-1.

e Establish a Student VocationakOrgarization, Mod-
ule H-2 .

b Fad
- Regources
A list of the outside resources which supplement those
contained within the module follows Check with your
resource person (1) to determing the availabtlity and the

ERIC )
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ABOUT THIS MODULE -

Optidn%
3-5 pbtrs to work with you in developing a tentative
program of activities.
Learning Experience Ili .
Required 7~
An actual school situation in which you can assist
stuaent vocational organization members in de-
veloping and financing a yearly program of ac-
tivities. -
! .
. A resour=e person to assess your competency in
PR
This module covers performar.ce element numbers 281, 286, 287. 289
from CalvinJ Cotrell o! al , Mo Jel Curricula for Vecationgl and Technica'
Education Report No V (Columbus. OH T e Center for ‘‘ocaticnal
Education, 1he Ohio State University) The s34 elements in this docu-
[

location of these resources, (2) to locate additional ref-
erences in your occupational spacialty, and (3) to get
assistance in setting up activities with peers or observa-
tions of skilled teachers, if necessary. {our resource
person may also be contacted if you have any difficuity
with directions, cr 1n assessing your progress at any
time.

t.earning Experience |

Required
The official handbook for the student vocational or-
ganization in your service area to review.
Copies of the programs of activities of your state
and national organizations to review.

Optional
Copies of award-winning programs of activities in
yaur service area tQ review. .
A student vocati organization advisor experi-
enced -in #ting students in developing and
financing#a yearly program of activities with whom

B, - =

A student vocational organization in your service
area whose program and/or fund-raising planning
meeting(s) you can attend.

t.earning Experience Il

assisting student vocations| organizatjon members
in developing and financing a yearly program of
activities.

ment form the research br.ss for ali The Center's PBTE module develop-
ment

Forinformation about the generai organization of each moc ule, general
procedures for their use and turminology which ts common to all 100
moduk-s, see About Using The Centar's PBFE Modules on the inside
back caver




Learning Experience |
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—~ ‘school, and the community.

Activity

For information explaining the stepé and procedures invdlveq in assisting .
student vocationel orgariization members in developing and financing a

yearly program of activities, including selection of-activities, involvement
- ] of members, schedulirg of activities, fund raising and financial manage-
ment, and preparing an annual handbook, read the following information

sheet.. §

<

[y

»

ASSISTING STUDENTS IN DEVELOPING AND *  ~
FINANCING A YEARLY PROGRAM OF ACTIVITIES

A program of activities (sometimes called a pro-
gram of work) is a wriiter Gutline of the activities a
local studentsvocational organization plans tc ac-
complish during the year, A carefully planned,
well-balarced program of activities infolves mem-
bers in a variety of experiences designed to meet
their needs, ar.d the needs of the organization, the

Ideas for an effective program of activitiescan be
found by referring to the official handbook or
manual related to your organization or by examin-
ing the programs and ctivities of other youth or-

ganizations. Howevuy, the development of a pro-
gram of activities must be tailored to fitthe unique
needs of your local area or community. Activities
that may work in some areas may not fit in your
locale. '

In addition, the program of activities should be
based on student and club needs, and should con-
tribute to the overall goals of the organization.
Each activity or event must be defensible in terms
of student growth and achievement of the organi<
zation's goals (e.g., developing leadsrship, citi-
zenship, or cooperation). " ' <,

Some student vocational organizations héve ‘
structured, specific programs of activities de-

signed to coordinate the main activities of the——

local, state, and national organizations and move
_them toward a common goal. These national pro-
grams of work should be considered when plan-
ning local activitias. Information concerning a na-
tionai prograrm of activities, if one exists, is usually
Jlocated, in your national handbook under that
heading.
« National programs of work are usually stated in,
‘general terms to give individual chapters the lee-
way to develop the plan in terms of local needs.
Some examples of areas included in national pro-
gramns of work-are— .
o School and Community Safety
o Personal Growth and Development
e School and Community Public Relations
o Vocational Youth Organization Interaction
and Cooperation
o Improving the Home Environment
\ o Environmental Education
e Social Competency
As indicated, some student vocational organiza-
tions do not recommend a specific program of

work, lnst,e%d, they place emphasis on local initia-
tive in gsnerating activities relevant to current is-

sues in the home community.

8




Selecting Activities

° >

\ > - "

The selection of a program of activities is a vital
step in the successful operation of 2 student voca-
tional organization. Be certain that special care
and emphasis is given to this process. Evaluate
each activity in terms of its value to the success of
your organization, keeping the following guide-
lines«in mind during the selection process.

- o "Encourage a well-balancad program ‘of ac-
tivities. A chapter which emphasizes sports
activities, for example, at th.e expense of civic
oreducationat or leadership activities, will do
little' for student personal growth and under-
standing.

‘e Keeptheéctivmesonthelevelofmembers An
interesting and student-centered program,
developed by students under your supervi-
sion, will encourage .member participation
and club growth.

e Encourage selection of activities that will
chalienge every member. Activities' should
have sufficient scope and deptn to bring out

the best irvech member. Thay should notbe

-beyond btudems abilities, but sufficiently

difficult and significant to merit recognition
°  bymembersand others outside the club when
: sutcessfully completed.

e Ensure that most of the activities relats i
some way to the educational objectives of the
vocational praggam. Actyvities which encour-
age personal growth, occupational under-
standing, and recognition for achievement
will assist the student in becoming a better
employee, a better student, and a better citi-
zen.

o If either the chapter or advisor is new, do not
undertake too many activities. Wnrk toward
accomplishing some student vocational or-
ganization objectives through the program of
activities, but do not expect to accomplish
everything until both the advisor and the

chapter have gamed experience and a more
extensive program can be undertaken. *

¢ Avoid planning activities beyond the financial
,capability' of your program. Many activities
require financing. Goqd planning involves
providing methods of securing or raising
. funds to pay these costs, and/or pianning ac-
- tivitigs which require little or no e..penditure
of funds (particularly if school poliCy probibits
fund-raising activities). -

Remember, student interest in club activities is ¢
usually directly related to their input into the plan-
ning of chaper activities and objectives. Student.‘n
involvementin the selection of goals and activities , .-
to meetthose goals is necessary if the organizatlon ¥
is to be responsive to their nedds. The wise advisor

. . guides the development of a program of activities

to'ensure that this involvement does, in fact, lead
to a well-balanced program reflective of members'
needs and interests.

All activities should be clearly stated and under-
stond by the members. Anyone reading thie written
plan snould bq able to see how the activitieg assist
in achieving“chapter goals. In addition, tive* plan
shouid reflect careful consideration of the follow-
ing questions.

e What efforte and comm:tn}ents on the part of

members are necessary? e
» What spgc:al student trainmg is needed?
¢ How ‘manv members will be involved and
profit from this expetience?
e Wiat committees are needed to plan and
carry out this activity?

Sarnple 1 indicates 2 suggested format and ap-
proach for a written program of a~‘ivities. Indi-
viduai chapters will vary in the amount of detail and
type of for;na} suited to their needs.

Assigning Committees to Develop the Program

- S
Your official handbook or manual may contain
suggested steps or procedures to follow in de-
veloping a program of activities. There is no best
way to develop a program, but in some successful
organizations, the executive committee members

_lead as many committees as there are major areas,

or divisions, in the program. For example, the vice

~

resident, because of his/her responsibility,
should be well syited to chair the committee to
develop ‘leadership activities; the reporter to chair
the committee on public rslations; the secretary,
the conwmittee on cooperation; the treasurer,
the committee on earning or fund raising and
finances.

9




SAMPLE1 : - | ' ' o~ \

R : * ~;v

PROGRAM OF ACIIVlTIES IR S

-

. MM — Leodorship

., ‘3 . »

. SR . U
- ) T ) .. Responsibiiity
M —-J— . Things 187 onefé ' \. . . : assigned to
‘. }»_ ‘M%dh- “~Seciife date and time.alidtmant. Select members Committae:
T i mentery. ure for team. Determine abilities to nstrate. Provide Joyce Smith
x dum.awhool , prctice. -~ . John Roth
$ dnmbiy " ’ -~ Tom Wiiliams -
Puﬂclptb in PT.A. Secure date and tlmo‘allotmont. Plan agor.da with  Commitiee:
pmgnrm . " P.TA. officers. Appoint partlclpnts Plan dotails. -~ Robert Steiner -
b A .+ - Rehearse. . -+ Kim Horner
(m:);;: : . Y, - Leroy Horner
mm —-COOpentlon N
D.volop eommun!ty Have ropreaentativo moet with coomtl Committee: _
-a ¢ with.other ) goncm Determine what each organization isto  D..4. Harper
“ vl ‘clubs. do. Make plans to fulfill the accepted m‘vomlblmy. .Susan Allen . )
T J Carry out pluns according to schedule. . Dean McGree _ .
CE ancm ih school -Have representatives meet with overall school Committee: :
camival. . committes. Dotermine what is to be the club’ , getty Jones
K .}ﬁ ST - assignment. Make plans for-fulfilling the assiqnmont ud Werts
(otc) ' Carry out the assignment. . Jean Snyder
Ohophr Ooal ~ Social Competency . h
, Sh iing party ' Determine time and place. Determine cost including Commiittee:
N refreshments. Invite guests: Plan program of events. Howard Miller
T Discuss etiqusette. , Barbara Hensen
- ’ . - John Frey
Interciub basketball Determlne ¢ime and place. Determlne Comnmittee:
‘ . - membm.nip Provide officials. Provide itable awards. Laura Mae Berg
o : "Merril Geyer
(etc.) ) ’ Raymond Ryan




If there are more areas ffiarvudficers, select other
members suited for these assigriments. Then, after
the chairpersons have been selected, assign two
*.or three other members to each committee. Com-
mittee members should be assigned based on
special talenis and capabiiities which may be of
. value to a.particular committee. For example, a
. studerit who is an active basketbaii playar.would
certaiply be of value on the recreation committee.

After the committees have been appointed, they _

snould be carefully directed as to what they are tog}

do, the format to use in preparing their final re-
ports, and the time-allotted for the task. Resources,

[}

-

Preparing a Schedule of Activities

- such as past chapter progiams, other chapter pro-

grams, official manuals, and material®’ available.
. from the state and national organizations, should -
be available for use by the committeas.

~ Soon after the committees havé~been charged
with their responsibilities; the advisor should meet
with eack committee: to help the members get
started, and to offgr suggestions of strategies that
they may wish to consider to accomplish the as-
.signed task. itwould be desirable for the president
to also attend these initial meetings but,.in any *
casa, the advisor. and the president should be in
contact with the committees to check on their pro-
gress and to offer assistance if needed. T,

Once the cpmmittees are functioning, have the '
chairperson of each committee present the
suggested propdsals to the general membership
for consideration and suggestiogs. When this is
done in each of the classes, and'all members have
been reachad, the committee will have the feed-
back essential for developing & quality program.
Subsequent contacts with the separate classes
may be provided i time permits, but handouts with
revised programs are usually sufficient to keep the
members informed and to secure some added helg
toimprove each of several aspe;ts of the program.

At the due date igreed upon, all committees
.should have submitteditheir raports. The secratary
would,be the most logteal choice of officer to as-
semble the individual repurts for the tentative pro-
gram of activities. This program should be care-
fully reviewed by the executive committee and the
advisor. .

After the proposed program has been prepared
in writing, the activities need to be properly
scheduled and coordinated with club meetings.
Placing the activities in a monthly caiendar pro-
vides a ready reference for their proper considera-
tion as indicated in the partial calendar in Sample
2. . .

Once the activities have been placed on a chap-
ter calendar, the next step is to have the president
and the advisor present the tentative program of
. activities and the calendar to the proper school
authorities. Make changes that may be necessary
to secure approval. Securing approval will be
easier if activities that might cause problems haver
dlready been discussed and resolved with the ad-
ministrator during the planning stage of the pro-

' 10

gram. Generally, weil-planned programs, properiy.
presented, are rdadily acgepted. Getting the chap-
ter activities scheduled on the school calendar

. may well prove to be the only difficulty.

Once the program has been approved by the
administration, secure its acceptance by the
members. If the members were invoived in de-
veloping the program, and if they were keptaware
of changes, they know its content, and its adoption

- can be speedily secured at a business meeting.

Provide duplicated copies of the program several
days beiore the meeting to give members time to
think through their concerns, and to eliminate the
need to read the entire program of activities at the
meeting. ’

-

11
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{ Flnancing Activities

" After careful consideration and planning of ¢
chapter goals and of activities to meet those goals,
realiatic financial planning is needed for success
in cal;‘rxing out the activities. A committee (includ-
ing tht club treasurer and some local otiters)
should be charged with the task of estimating the
cost of edch Bvent or activity to see if the chapter’s
“activity package” is within its financial capacity.
Additionally, this committee should examine the
anticipated sources of income and establish a
budge* system—allocating specific funds for aach
activity.

Armed with specific figures, the committee can
determine if the chapter goals and activities are
within financial* reason or if they are over-
ambitious and require -additional financing. In
either case, the finance committee should present
its findings to the membership. If the activities ar?
within the financial mgans of the club, approval by
the membership can be expected. Should the cost
of propossd activities exceed the expected in-
come of the organization, then adjustments will
need to be made.

The membership may ask the program planning
committee, which proposed the year's activities, to
reduce the scheduled programs in order to avoid
further financial responsibility. On the other hand,

. the members may feel that the'pianned program is
within the reach of the club by means of additicnal .
fund raising. The membership would then direct
the finance committee to seek the ways and means
to obtain additional financing to cover the pro-
grams. In any event, if there is an imbalance be-
tween the cost of activities and available funds, the
program must be cut or the budget expanded uniil
-a financial balance is achieved. (See Sample G.)

A student’s participation in this type of activity
assists him/her to begin to realize the importance
of sound piannifig and financing. Every organiza-
tion, institution, and governmental unit faces the
same problem—that of balancing its budget. If 2
student can assume financial responsibility in a
club activity, he/she will be better prepared to un-
derstand the financial responsibilities of adult-
hood and citizenship.

Fund Raising

. The question, “Where does the money come
from?” emerges in considering budgeting as a
necessary clubdctivity. There are many expenses
in the operation of an organization. A-tive organi-
zations will ptan and develop a program of ac-
tivities that requires at least some expenditure of
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funds. ‘The advisor will find it necessary to deal
with the_fund-raising issue to prevent deficit
budgeting.

The same‘committee members assigned the re-
sponsibiity of estimating costs of, and incomes
from, chapter events can be involved in the selec-
tion of fund-raising activities. Their role, with the
assisiunce of the advisor, will be tc examine and
recommend activities .to raise operational funds
forthe club. Suggestions for these activities can be
sought from other youth organizations, commu-
nity organizations-fund-raising organizations, and
school and community business leaders.

Several activities should be considered and
evaluated in terms of profit expectations, difficulty..
orease of the activity, and the educational worth of **
the project. Many times organizations take on ex-
tensive activities that require a time load thatdoes
not iustify the profit expectauon. The following
guidelines are designed to ensure that the fund-
raising activity is an educationa! as well as a .
profitable experience for the chapter. .

During the process of listing and selecting
fund-raising activities, the advisor must give care-
ful attention to school policies and legal restric-
tions that apply to the activities. Many fund-raising
efforts, while seemingly within the capacity of the
club or chapter, may conflict with school or legal .~
regulations. For example, the purchase and sale of
some food materials may require a license or per-
mit from a state or community agency. In many
states, raffles or drawings are considered games of
chance, and are, therefore, prohibited. Spu.:sor-
ing a dance that involves binding the school in a
contract with an entertainment agency may be
contrary to school policy. -

Adequate financing is often the principal prob-
lem or issue with which an advisor must deal..
Careful planning and organization are necessary
to build a financial base for your youth group,

»
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~'Working with the local officers and appropriate

committees, you need to see °hat fund-raising
activities and events are carefuliy chosen, well
planned, and effectively carried out.

In solving his/her financial problem, the advisor
sometimes fails to see the worth ot the activity
beyond the raising of funds. Most activities that
require student involvement will, in fact, also pro-
vide student growth, but the chapter goals of the
organization need to be kept in mind. The advisor
should always view the fund-raising activity as a
method of providing students with real growth op-
portunities.

For example, students who are asked to market

a product to raise money are placed n situations
that force them to communicate with others. They
will need to develop the “sales profile” necessary
"for success as well as effective social and human

s Refreshients for interclubineeting

2

r

interaction skills, requirements of ad-]lihood "he
development of these skills by students snould
take precedence in the mind of the advisoroverthe

‘fund-raising potential of the activity.

Membership dues are sometimes used as a
source of local funding, but local chapter dues
should be kept at a reasonable level. Some clubs
hold special fund-raising events to finance local.
state, and national dues In any case, additional
funding will probably be necessary to finance the
program of actwvities. As mentioned earlier, al'
fund-raising activities should be educational,
profitable, legal, and consistent with school policy.
The following list contains some actwities used by
loca! chapters to raise funds.

e school, club, or community dances

e candy (or other food product) sale

e car washes

o : .1 ’i
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o flea market

o odd-job service

e CAar wax

e plastic trash bag sale

e painting house numbers on curbs

o faculty vs. radio personnel sports events

e students vs. faculty sports events

e used car sale (or raffle)

e riding mower {or other home product) raffle
o Christmas tree sale

e aluminum or other metal collection

e pop bottle collection

e school carnival

e coffee and rolls sale in faculty lounge

o coffee and rolls sale to evening adult classes
o 'donkey baseball or basketball game

While this list is limited, it does suggest the
range of possible local fund-raising activities.
Each local situation is unique, of course, and you
will probably be able to generate other ideas ap-
propriate to your chapter, schoui, and community.
Some good suggestions to get you started can,
however, be found in your official handbookand in

°

.other materials provided byde state and national

organizations.

Financial Manag"ement ’

Each local student vocational organization is
responsible for the financial management of its
activities, and the full weight &6f the responsibility
rests with the local program advisor. All funds
(dues, fund-raising monies, donations, etc.) must

-be accu-

rately re-
corded. There
may be a
standard
record-keeping
system, or
school au-
thorities may ,
have sugges- . | [ ¢
tions-for re-
cording all
financial
transactions
of the chap-
ter. Some
states have

&

specific legal requirements regarding the use of
any monies relative to school activities and events.
In any case, the advisor must develop an actept-
ablesystem for recording the useand disburset?ent
of ¢lub resources.

The club treasurer will have extensive responsi-
bility in this area (collecting dues and issuing re-
ceipts, keeping records of chapter receipts and
disbursements, preparing financial statements
and reports, etc.). His/her duties are outlined in the
official handbook. The ddvisor must make certain
that the treasurer understands his/her respon-
sibilities and carries them out competently. Since
this person should be accurate, dependable, and
capable of attending to details, the advisor should
guide members in electing the type of individual
who can fulfill this office capably, and provide
whatever leadership training is necessary to assist
him/her in developing the necessary skills.!

Most of the student vocational organizations
have published formats useful in the development
of a local financial vecord-keeping system. The
advisor should consult the school clerk or other
person in charge to see if the suggested format is
acceptablo. A simple adjustment of the format may
be necessary to meet local requirements.

These formats are usually publishad in the
financial or treasurer's section of the state or na-
tional handbooks. Some stui:dent vocational- or-
ganizations provide a complete set of treasurer
and secretarial documents to be used by the local
club in its recording of locaf finances and ac-

. tivities. These documents (if available) are recom-

mended because they usually include explana-
tions of the state and national organization relative
to the assessing and collecting of dues monies.

—The system of operation of the local club may be
a mattar of public record. This means that an in-
terested cluo member or public taxpayer may have
the legal right to examine your records. You need
an adequate record system to avoid embarrass-
ment for club and school alike.

1. To gain skillin developing leadership. you may wish to refer to Module
H-3, Prepare Student Vocational Organization Members for Leadership
Roles.

14 15




| Preparing a Local Annual Handbook

Many well-organized local student vocational
orgariizations develop and duplicate an annual
reference for their members. Obviousiy, this
document varies from club to club and usually is
specific to the needs of the local operation. De-
veloping the handbook helps to emphasize local
activities and events, and develops student pride in
the local organization..-

The handbook should include items relative to
the operation of the local club. Decisions concern-
ing the actual format and contents of the hand-
book shouid be handled by a student committee
responsible for its development. The committee
should consult with the members to determine
content that would be helpful and meaningful for
the organization. This committee should also be
responsible for the duplication and distribution of
the local handbook (e.g., to new members).

R
| Lecat Anmwre
= —— -

w1 )|
Q(}ﬂﬁ(,;;;.)

£

Local finances and resources will dictate the
extent and style of the handbook. In some cases. a
simple duplication process may fill local needs.
Some schools may have the advantage of voca-
tional printing classes or pririting facilities that will
permit a more elaborate publication.

Activity

Activity

Asindicated, the contentof the handbookwill be
determined by local need. The committee should
examine past handbooks and publications of
other organizations and survey the membership to
arrive at a format and content tq be used by the
local organization. Generally, however, the hand-
5uok should include the following items.

o title page

creed, pledge, and motto

list of local officers

list of state officers (optional)

committee chairpersons and committee
members

advisory committee members
program of activities

local calendar

local constitution .

.

To ensure ease of duplication in following years,
standard: items such as the local constitution,
pledge, creed, etc., could be preprinted. Then, the
items which change (list of officers, program of
activities, etc.) could be revised and printed each
year.

Other matetials may be added as supplements to

- the handbook to increase its value to the members.

Material from state and national handbooks, par-
liamentary procedure aids (Charts, diagrams, etc.),
and degree or recognition information could be
supplementary items.

The final document should not be too extensive
and complicated for use by the: members.

Obtain the official handbook of the student vocational organization in your
service area, and read any sections related to developing a yearly program
of activities, financing chapter activities, and fund raising. “

If your state and/or national organizations have developed programs of
activities, obtain and review these programs.

15 16
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/ To familiarize yourself with the scope, range, and quality of programs of
activities which have been recognized to be superior, you may wish to

-

Optional obtain and review copies of award-winning programs of activities ot local .
\ Activity ' chapters inyour service area (winners in VICA*~ Award-of Merit program, or
Q ' FFA's National Chapter Award Program, for example). .
/ ™ You may wish to arrange through your resource person to meet with an
I experienced student vocational organization advisor in your service area
Optional to discuss his/her responsibilities in assisting students in (1) developing a
Activity yearly program of activities, (2) managing chapter finances, (3) planning

&=

and organizing fund-raising activities, and (4) developing an annual hand-

~’ book. .
— |

l l If a local chapier in-your service areais involved in devéloping aprogram of )
Optional aciivities, including fund-raising activities, you may wish to attend a meet-
Activity ing or meetings to observe the mearns by which activities are selected, the

&=

’ role of the advisor, the degree of involvement of the total membership, etc.

o
Y

The following items check your comprehension of the mategial in the
information sheet, Assisting Students in Developing and Financing a

Activity Yearly Program of Activities, pp. 7-15. Each of the five items requires a
short essay-type response: Please resoond fully, but briefly. -
\: SELF-CHECK . ’

1. Wnat is the purpose of developing an annual written program of activities for a student vocational
organization?




e -

2. What are the advisor's responsibilities in assisting students in developing a yearly program of
- activities?

1)

3. How can the advisor assist students in the financial management of the student vocational organiza-
tion (record keeping, handling funds, etc.)? ’




-

4. Critique the assertion that fund-raising activities are a necessary evil to keep the club operating, but
are not an integral part of the program of activities.
&

. 5. Locate a local handbook for a chapter in your service area, and br.efly describe its contents. If no
chapter in your immediate environment has.developed a local handbook, discuss with the advis'dr(s)

why this is so, and briefly describe these reasons.

< “ -
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responses; howéver, you s

Compare your written responses on the Self-Check with the Model An-
swers given below. Your responses need not exactly duplicate the model
hould have covered the same major points.

_ MODEL ANSWERS |

1. The program of activities provides the experi-

ences thirough which members accomplish the
goals of the organization. These experiences
need to be systematically planned and updated

. each.year to meet the changing needs of the

members, the school, and the community. A

. carefully written program of activities, indicat-

ing the goals to be reached, the activities de-
signed.to mee those goals, the means by which
the activity wil be accomplished, the commit-
tees responsible, etc., is essential to the smooth
operation of the club.

The advisor's overall responsibility is to ensure
that students develop a vital, student-centered,
well-balanced, and challenging program of ac-
tivities which will accompiish the chapter's
goals. The activities should be planned by and
for msmbers. Thus, the advisor needs to deter-
mine how much assistance students need to
accomplish the task, and give that assistance
without taking over the effort.

Whatever method a chapter uses to develop a
program of activities (for example, soliciting
suggestions from the total membership, then
appointing a program committee.and sub-
committees to work on the identified areas and
report back to the membership), the students
responsible should be given guidelines for
selection of activities, and sources to use in
developing the program. These could include
copies of the state and national programs of
work, and of the programs of other chapters.

The advisor is responsible for securing the ap-
proval of the school administration for the
planned activities, and for overseeing the coor-
dination of the program with other school ac-
tivities. .

The advisor can, thitough leadership training
sessions and by making pertinent information
and resources available, assist the club trea-
surer (and other members responsible) withthe
financial management of the organization. Fre-
quently, school policy will dictate how club
funds are to be handled, and’or a system for

£
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depositing and disbursing funds will be avail-
able. For example, a voucher system may be
used in which the club has its own account with
the high school activity fund..

Help in devising a record-keeping system can
be obtained from the state and national organi-
zations and/or from other chapters: For ex-
ample, the Future Farmers of America national
organization makes an Official Treasurer's
book.available to-local chapters, which pro-
vides forms and space for keeping. financial
records. The duties of the club treasurer, and
the policies to be followed in asssssing and

collecting dues, are outlined in the official -

handbock(s) for the organizatian.

The advisor can guide students in selecting
capable officers to handle financial matters,
and then assist all those involved in unger-
standing and using acceptable, efficient proce-
dures for financial management.

. The primary purpose of fund-raising activities

is, obviously, to raise money to cover the ex-
penses inherent in the operation of the club.
But in addition to profit-making criteria, the
same key criteria used to select and evaluate
other aspects of the program of activities apply
to fund-raising activities. Do they contribute to
achieving the goals of the organization? Are
they educationally sound, related to vocational
education objectives? Are they we!| balanced
and challenging? '

Fund-raising activities should be viewed by the
advisor and members as one facet of the overall’
program designed to develop each member’s
full potential. As with any other activity, they
involve cooperating in committee work, plan-
ning, Inadership skills, ability to fallow through,
etc. As such, they deserve the same careful
selection and planning as the rest of the pro-
gram of activities.

Answers will vary depending on the needs and
individual programs of the chapter(s) you con-
tacted. . -

20




LEVEL OF PERFORMANCE: Your completed Self-Check should have covered the same major points as
the model responses. If you missed some points or have questions about any additional points you
made, review the material in the information sheet, Assisting Students in Developing and Financing &

. Yearly Program of Activities, pp. 7-15, or check with your resource parson if necessary. (v
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The following Case Studies describe how four studeht vocational organi-
Activity zation advisors approached their respunsibilities m{assisting students in
developing and financing a yearly program ot activities. Read each of the
case studies, and then explain in the space provided (1) the strengthsofthe
advisor's approach, (2) the weaknesses of the advisor's approach, and (3)

. how the advisor should have treated his/hor tesponsibilities.

~

CASE STUDIES

1. Before the various subcommittees of the program com mittee sat to work, Ms. Quintinstructed them
to concentrate on developing activities geared to the needs and interests of club members. Because
of their inexperience, she told them to study last year's program of activities, and make revisions
based on what they felt would motivate members to participate.

-

-

2. Mr. Bennett's system for managing student vocational organization funds consisted of putting all
money collected or raised in a cigar box which he locked in his desk drawer, and recording all
transactions in a little black book whi¢h he kept athome. One day athiefbroke in and stole the money,

and Mr. Bennett's dog ate the book. ;

-
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3. Ms. Peterson gave the Finance Committee ihe following guidelmes for selecting fund-raising ac-
. tivities.
e The activity should provide sufficient profit to justify the effort.
o The activity should involve all or most members.
o The activity should be legal, and consistent with school policy.
o The activity should not be too time-consuming.

~

»
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4. When Mr. Narton took over as advisor to the student vocational organization, he dropped the
development of an annual. local handbook, feeling that the state and natuonal handbooks were
-  sufficient reference for members.

go
.




Compare your completed written critiques ot the Case Studies with the

Model Critiques given below. Your responses need not exactly duplicate -
the madel responses; however, you should have covered the same major

points.

~

\

e

' MODEL CRITIQUES

. 1. Ms. Quint is rightly concerned with seeing to it

that the program of activities cf the stuaent
vocational organization is developed by and for
members, with:experiences that will generate
the enthusiastic participation of all students.
Studying last year's-program is also a good
Y idea. It well cohceived, it probably contains

some solid, relevant, balanced experiences on
‘which to build, and is one good source of ideas
for a group without exparience in deé *loping a
program of activities. :

~ But, Ms. Quint has not given this committee
nearly erffough guidance to undertake the task.
The group may be quite capable of selt-
direction, buf*their inexperience makes it en-
tirely possible that they need more help than
Ms, Quint gave. They may be tempted to simply
adoptlastyear's program withoutreally evaluat-
ing itin terms of its successes and failures, and
the changing situation in the club, school, and
community. Without a clear and more complete
set of guidetines to follow, the committees may,

. in their atternpt to select activities which inter-
est them, fail to develop a well-balanced, chal-
lenging program of gctivities which relates to”
the objectivas of the organizatior:.

Ms. Quint could have given the committee
membars other sources of help. Unless this'or-
ganization encourages a totally local approach
to chapter programs of activities, the state and
national programs Should have been con-
'sulted. In addition, the programs of activities of
- other successful chapters could provide valu-
able suggestinns to help this inexperienced
group select activities which will provide_the
basis for real accomplishment in the organiza-
tion. L

2. Mr. Bennett's system for financial mgnagement

was very inadequate. The most we can say for
his approach is that he tried to keepa record of
chapter finances. Obviously, he,should have

( o

developed a more organized and secura system
to handle ciub funds and records. If the school
has a system whereby all school club funds can
be recorded and disbursed, Mr. Benn~tt could
use this method. The state or nativna: nand-

books could be consulted for suggested
record-keeping systems. :

In addition, it appears that Mr. Bennett has
taken over completely the responsibilities of the
club treasurer, including receiving and han-
dling chepter funds, keeping financi;l records,
paying out funds, etc. As advisor, te is ulti-

. mately responsible for the financial manage-
'ment of the organization. But, his role should

be supervisory, one in which he guides stu-
dents in developing the leadership and man-
agement skills they need to handle themselves
in this important function in the operation of a
Judent vocational organization.

. Ms. Peterson's guidelines are fine so far as they

go, but they don't go far-enough. Sne was cor-

‘rect in giving the committee this kind of assis-

tance, and presumably siie intends to follow up
on their progress and supervise the organizing
and conducting of the fund-raising activities.
But, she has ignored at least two very important
criteria or such experiences. .Like any other
aspect of the program of activities, fund-raising
activities ought to contribute in some way to the
objectives of the organization, and should have
educational benefits. In addition, the needs of
the school and community shoyld be takeninto
consideration—not just the needs of the club.

Not every fund-raising activity will meet all
criteria, of course,-but the selection process
should result in a baiancéd program of fund-
raising experiences—if funds are raised exclu-
sively through sales of products, concession
stands, and the like, for example, the experi-
ences may have little value beyond the making

of a profit.




-

/- 4. The state and national handbooks are, of be oriented to |ocal activities, officers, commit-
course, essential resources for all club mem- tee structure, and bylaws. Other interested per-
bers. But ‘each local chapter represents a sons (e.g., prospective members, adminis’

. . unique situation, and a unique approach to ac- trators, advisory committee .members) coul

5 complishing the overall objectives of the or- also venefit from a document describing the *

- ganization. New members, especiaily, need to- functions of the local chaoter.

¢

-

LEVEL OF PERFORMANCE: Your completed critiques should have _‘ered the same major pqlng\s, as
the mode! responses. If you missed some points or have question about any additienal points you
made, review the material in the information sheet, Assisting Students in Developing and Financing a

. -Yearly Program of Activities, pp. 7-15, or check with your resource person if necessary.

You may wish to work with a group of 3-5 peers who have taken or are

taking this module in devel%ging a tentative program of activities for a
student vocational organizatibn in your service area. In real life, of course, o

you would assist students in developing such a program, and would be

working with a particular group of students in a particular school and

community. For this exercise, you could use your official handbook,

Optional - sample programs of activities from existing chapters (see your resource

Activity person for help in locating these), and the stata and national programs of

work, in developing a program which meets the major criteria outlined on

~ ' p. 8 of the information sheet, Assisting Students in Developing and Financ-

Q‘

Y

ing a Yearly Program of Activities.

Include sorr;e fund-raisingactivities in the tentative program of work which
N you think would be necessary to help cover the cost of your proposed .
: - activities.
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. TEACHER PERFORMANCE ASSESSMENT FORM -

Assist Student Vocational Organization Members in Developing and Financing~
a Yearly Program of Activities (H-4)

Name

Directions: Indicate the level of the teacher's accomplishment by placing

anXin the appropriate box under the LEVEL OF PERFORMANCE heading. 0w
it, because of special circumstances, a performance component was not

appliceble, or impossible to execute, place an X in the N/A box. Resource ——

+EVEL OF PERFORMANCE

The teacher: M-
1. involved students in establishing goals for the chapter . D D D D

2. provided ordanization members with one or more of the

following resources for developing a program of activities:
“\._a. the state and national program of activities ........" D D D D

_ b. programs of activit;es of other chapters ........... D D D D

| . . N
c. the official harﬁbook(s) and associated materials of
,the organization ........... T e D D D D

d. resource persor;s {e.g., former club oﬂ}cers, advisory
committee memeers: prosram commitee e O O 01 O
3 quided students in ’d'eveloping a writr;n program of ac-
kit O . 0000
© b, SHUABNE CONMBIBA ...y D
c. chalienging, but not too difficult .................. D

000
O 0
d. desigr.wed to achieve the goals of the nrganization .. D D D D
O OO

e. retavantto the needsof the club, school, and commu- D )

nity ......... N R R REREREEER
f: feasible in termé of financial, time, and membership,
CONSAINTS « . ..ot vieiiiieieiiainnenaneaataes D D D D

g clearlystated .., ...t e D D D D

4. guided students in developing a chapter calendar or
schedule of activities ........ B R REREEEE D D D D

5. coordinated the planned program with the school admin- .
istration ......... P F P B D D D

29 30 / “




6. assisted students with the financial management of the
organization, such that:
a. school pollcy was followed in the iandling of funds
b. policies of the state and national organization were
followed in assessing and collecting dues

. an efficient system for keeping financtal.records was
established and maintained

d. any local dues were kept at a reasonable level ..

7. guided students in preparing a budget for the-projected
°  program

8. gulded students in selecting fund-ralslné activities which
were:
a. legal and consistent with school pollcy

b. related to vocational education objectlves and the
goals of tre organization

c. justified in terms of proﬂt and the time and labor
involved

‘d. appropriateto theneeds of the gchool and community

9. supervised the development of an annual local handbook,
including:

a. establishing a committes to develop the handbook .

b. guiding the committee’in assembling and organizing
the content of the handbook

. supervising the production and distribution to mem-
bers and Interested others

LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCELLENT responses. If any item
receives a NONE, POOR, or FAIR response, the teacher and resource person should meet to determine
what additional activities the teacher needs to complete in order to reach competency In the weak
area(s).
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ABOUT USING THE CENTER'S PBTE

' MODULES "*—

Organization Lt
£ach module Is designad to fielp you gain competeéncy
in a particular skill area considered important to teach-
ing success. A module is made up of a series of learning
experiences, some providing background information,
_ some providing practice experiences, and others com-
‘bining *hese two functions. Completing these experi-
ences$ “uld enable vou to achieve the terminal objec-
tivein the inal learning experience. The'final experience
in @ach ino lule always requires you to demanstrate the
skill in an ac.ual school situation when you are an intern,
_a student teacher, or an inservice teacher.

. Procedures
. Modules are designed to allow you to individualize your
teacher educaticn program. You need to take only those
modules covering skills which you do not already pos-
sess. Simiiarly, you need not complete any learning ex-
perience within a module if you already have the skill
needed to complete it. Therefore, before taking any
moGule, you should carefully review (1) the Introduction,
(2) the Qbjectives listed on p. 4, (3) the Overviews pre-
ceding each learning experience, and (4) the Final Ex-
perience. After comparing your present needs and com-
petencies with the information yousave read in these
sections, you should be ready to maKe one of the follow-
ing decisions:

e that you do not have the competenciés indicated,
and should complete the entire module

e that vou ara competent in one or more of the en-
abling objectives leading to the final learning ex-
perience, and thus can.omit that (those) learning
experience(s)

o that you are already competent in this area, and
ready to complete the final learning experience in
order to "test out” “

o that the module is inappropriate to your needs at
this time

When you are ready to take the final learning experience

and have access to an actual school situation, make the

. necessary arrangements with your resource person. if
you do not complete the final experience sucdessiully,

meet with your rescurce person and arrange (1) to re-
peat the experierice, or (2) complete (or review) previous
sections of the module or other related activities
suggested by your resource person before attempting to
repeat the final experience.

Options for recycling are also available in each of the

learning experiences preceding the-final experience.

Any time you do riot meet the minimu:x level of perfor-

mance required to meet an objective, you and your re-

source person may meet to select activities to help you
reach competency. This could involve (1) completing
parts of the module previously skipped; (2) repeating
activities; (3) reading supplementary resources or com-
pleting additional “dctivities suggested by the resource
person; (4) designing your own learning experience; or

{5) completing some other activity suggested by you or

your resource person.

v

Yerminology

Actual School Situation ... refers to a situation in
which you are actually working with, and responsible
for, secondary or post-secondary vocational students in
a real school. An intern, a student teacher, or an in-
service teacher would be functioning in an actual school
situation. If you do not have access tc an actuat school
situation'when you are taking the module, you can com-
piete the module up to the final learning experience. You
would then do the final learning experience later; i.e.,
when you have access to an actual school situation.

Aiternate Activity or Feedback . . . refers to an item or

‘feedback device which may substitute for required

items which, due to special circumstances, you are un-
able to complete.

Occupational Specialty . . . refers to a specific area of
preparation within a vocational service area (e.g., the
service area Trade and Industrial Education includes
occupational specialties such as automobile me-
chanics, welding, and electricity).

- Optional Activity or Feedback ... refers to ar item

which is not requived, but which is designed to supple-
ment and enrich the required items in a learriing experi-

. ence.

Resource Person . . . refers to the person in charge of
your educational program; the professor, instructor,
administrator, suparvisor, or cooperating/ supervising/
classroom teacher who is guiding you in taking this
module. ’

Student . . . refers.to the person who is enrolled and
sceiving instruction in a secondary or post-secondary
educational institution.

Vocational Service Area . . . refers to a majer vocational
field: agricultural education, business and office educa-
tion, distributive education, health occupations educa-
tion, home economics education, industrial arts edu-
cation, technical education, or trac¢é and industrial edu-
cation.

You or the Teacher . . . refsrs to the person who is tak-
ing the module.

Levels of Performance for Fina! Assessment

N/A... The criterion was not met because it was not
applicaple to the situation.

None. . . No attempt was made to meet the Criterion,
aithough it was relevent.

Poor. . . The teacher is unable to perform this skill or
has only very limited abllity to perform it.

Falir. .. The teacher is unable to perform this skill in an
agceptable manner, but has some ability to perform it.
Good . . . The teacher is able to perform this skill in an
effective manner. <
Excellent . .. The teacheris able to perform thisskillina °
very effectlve manner.
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o Titles of The Center’s .
- Performance-Based Teacher Educatlon Modules.
Catogery A: Program Planning, Development, and Evaluation E:g pm.'o'&ud.ngs:kf’my s
A~1 3 for 8 Community Sut Provide for the First Needs of Students
Dy o, Survey | E-7  Assist Students in Developing Seit-Discipline |
A~3  Report the Findings of a Community Survey E-8  Orpanize the Vocational Laboratory
A4 m Occupstional Advisory Committes E~9 Manage the Vocational Laboratory
tg'“ OecupodondehoryCOmmittoo Category F: Guidance
- A8 Duwelop P Mo"“"""‘ . F-1  Gather Student Data Using Formai Date-Coliection Techniques
. A-8  Develop a Course of Study ’ 2  Gather Student Data Through Petsonal Contacts
A9 Dwwelop Long-Range Program Plans F-3  Use Conferences to Help Mest Student Needs
. A-10 Conduct a Student Follow-Up Study F-4  Provide Information on Educational and Career Opportunities
A11 Evauste Your Vocationsl Program F-5  AssistStudentsinApplying for Employmentor Further Education
Catogory B: insiructionsl Plenning Categiory G1-Soheo-Community Relsione
o 8.1  Determine Neads ond Interests of Students G-1~ Developa School-Community Relations Plan for Your Vocational
- . ﬁ DO\MOPI suios ?‘um, Inuuructllon Djectives . G-2 G::ogm.nmlom to Promote Yout Vocational Program
. 84 Develop a Leeson Plan G-3 Develep Bmchures to Promote Your Vocational Program
B-5  Seluct Student Instructional Materials G-4 Prepare C to Promota Your Vocational Program
8-8  Prepare Teacher-Made Instructional Materials G-5 Pm:‘m News Relessss and Articles Concerming Your Vocational
rogram
Catogory C: Instructionsd lmwon . a-6 Amngofor Television and Radio PrmnmlomConumlngYour
&1 Field Trips D Pane! Di 1 . G-7 Conduct an Opl'\mﬂz‘ulﬁ
2 CoMu:throup l.cuulom. | Discussions, and g:g ag’k ith Momb;r‘; of the Community
Brai ing. Buzz Group. and Question Bo , rk with State and Local Educators
cs, ﬁ"'mm.,"”"“ ng. Buzz Group enBoX G 10 Obtain Feedback sbout Your Vocational Program
*C-4 Dirget Students in Instructing Other Students Category H: Student Vocational Crganizaiion
e ey - H-1  Develop a Personal Philosophy Concerning Student Vocational
C-7  Direct Student Laboratory E;%  ing T - He2 e°| | ":hm:"g{“d ent Vocational Organ
&e &m“’m blem-Solving Techniques H-3 . Prepare Student Vocatonal Brounzation tembers for '
Leadership
& s‘mm“:‘; o H-4  Assist Student Vocationa! Organization Meri.bers in Developing
c-12 Of‘l Questioning Techniques and Financing a Yearly Rrogram of Activities
- &is Emm R oermant Tochnicuss H-5  Supervise Activities of the Student Vocational Organization
&1; Mm Irwucﬂmo‘f;"gr Slower and More Capable Learners H-8  Guide Participation in Student Vocational Organizstion Conteats
1 an i Talk Category I: Professional Role and Development
C-16 Demonsirate a Manipulatise Skill -t Keep Up-to-Date Professionally
C~17 Demonetrate a8 Concept or Principle -2 Serve Your Teaching Profession
C-18 individualize instruction [
G-19 Employ the Team Teaching Approac B ] g.evolo p an Active Personal Philosophy of Rducation
C-20 Use Matter Experts to Present information - 4 Sarvethe Ol A S
C-21 Prepare Builetin Boards and Exhibits I§  Provide Laborato Expenionces for Prospective Teachers
c-22 Punm'lnfonmtlon with Models, Ree! Objects, and Flanne! -7 Plan the Student Teaching Experience
C-23 Prcont Information with Overhead and Opsque Materials 0 Supenvise Student Teachers
C-24 Present information with Filmstrips snd Siides Category J: Coordination of Cooperative Education
C-~25 Present Information with Fiims >J-1  Establish Guideilnes for Your Co perative Vocational Program
&% Pmon: mfgmctlon x::: ?udlo Roc:r:glw”um Materials J-2 Mg?:d” the Attendance. Trantfe s, and Termlnlﬂons of Co-Op
Presen rmation slevised onts
C-28 Employ Programmed Instruction -3 Enroll Srt‘udents In Your Co-Op Prog -
C-~29 Present information with the Chalkbourd and Flip Chart JJ:g Secure 'I’nlnlnsgjmlm for Yggr coOp Progum
egery D: instructionsl Evelustion . Place Co-Op ents On the “
?—1 b: oh :. " Criteria e J-8  Develop the Training Abliity of On-the~Job Instructors
o2 Establish Student Performance Crite + J=7  Coordinate On-the~Job Instruction
o8 Assoss M& 1t Performance: MK'”R w*""” J-8  Evaluste Co-Op Students’ On-the-Job Performzace
b4 Assoss Student Performance: Skit o J-9  Prepare for Students’ Related Instruction
08 MD lmm : 1t Per G'b"“l‘““- b J-10  Supervise an Employer-Employee Apprecimkin Event
0-8  Evaluate Your Instructional Effictiveness v RELATED PUBLICATIONS
Catogory &: Inetructionai Management &Muzon:‘gum to Using Performance-3ased Teacher izducation
terials
) e oos Budaeiing and Reporting Responeibities Resource Pergon Guide to Using Performance-Based Teacher
ucation Materials
E‘j m o Hm‘ of Your Vocational Faciities Guid tc the Implementation of Performance-Based Teacher Education
For information regarding avallability and prices of these materials contact—
e AAVIM
” , American Association for Vocational instructional Materials

120 Engineering Center e Athens, Georgie 30602'e (404) 542-2506 ’




